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DHARRIL     DHARRIL.150107@2freemail.com  


Eulogio “Amang”Rodriguez Institute of Science and Technology

· Professional Education
Department of Science and Technology Information and Communications Technology Office

National Computer Institute

· JAVA Programming Course
About ME
A well-presented, efficient and trustworthy individual with experienced in a fast-paced work environment with a proven track record of successfully managing projects and meeting deadlines consistently and accurately. Strong administrative background in latest office management techniques, proficient in multiple computer applications with fast, accurate typing skills, experience in attending meetings, preparing agendas, and maintaining departmental electronic and manual filing systems. Excellent organizational and planning skills utilized in providing full secretarial support to the department. A high level of motivation and a good work ethic has enabled me to meet targets and see tasks through to the end.

Gulf Experience
Eye on Technology LLC
Abu Dhabi, UAE
Administrative Officer 


September 2015 –  Present
· Resolving routine administrative problems

· Provide general administrative and clerical support including mailing, scanning, faxing and copying to management.

· Maintain electronic and hard copy filing system

· Open, sort and distribute incoming correspondence

· Create Quotation, Local Purchase Orders, Invoices and Receipts to the Client and Suppliers

· Perform data entry and scan documents

· Manage calendar for Managing Director

· Assist in resolving any administrative problems

· Run company’s errands to bank 

· Answer calls from customers regarding their inquiries

· Prepare and modify documents including correspondence, reports, drafts, memos and emails

· Schedule and coordinate meetings, appointments and travel arrangements for Managers

· Maintain office supplies for department

· Screen and certify suppliers, contractors and consultants

· Source and expedite orders

· Develop and manage supplier relationships

· Provide contract negotiation, administration and consultation services

· Lead the development of Strategic Sourcing relationships

· Provide purchasing performance evaluation, benchmarking & reporting

· Performs secretarial duties, data entry, receives and screens office calls and correspondence, responds to routine telephone inquiries; forwards call to appropriate party

· Receives data stamps and distributes incoming mail. Distributes purchase requisitions in numerical order to appropriate office staff.

· Prepares payment of claims report data
· Accurately maintains a variety of logs and files
· Processes telephone bill and distributes vouchers for departments not billed by IT Department
· Monitors departmental materials and supplies and orders as needed
· Types checks as directed by staff accountants. 

· Responsible for maintaining petty cash drawer and distribution of petty cash to other County departments when necessary. 

· Prepares archive management of employee’s record and communicate with the PRO

·  Inputting information into designated fields using various databases

·  Screening phone calls.

· Sorting and distributing incoming post and organizing and sending outgoing post

· Arranging travel and accommodation for staff or customers and other external contacts;

· Liaising with colleagues and external contacts to book travel and accommodation

· Organizing and storing paperwork, documents and computer-based information

· Photocopying and printing various documents, sometimes on behalf of other colleagues

· Recruiting, training and supervising junior staff and delegating work as required

· Manipulating statistical data

· Arranging in-house and external events

·   Preparing routine documents for senior managers

·  Looking after junior members of staff and encouraging them to do better

·  Ordering office stationary

·    Providing information to callers

·    Responding to correspondence

·    Preparing agenda and meeting material

·    Executing document control procedures

·    Returning calls to individuals as directed by senior managers

·    Arranging Car Renewals and Insurance
·    Prepares Gate Pass Documents 

·    Performs other duties as assigned
EXPERIENCE IN THE PHILIPPINES
SECURITIES and EXCHANGE COMMISSION (SEC)
SEC Building, EDSA, Brgy. Greenhills, Mandaluyong City

Frontline Service Assistant 

November 2006 – July 2015
INFORMATION and COMMUNICATIONS TECHNOLOGY DEPARTMENT (Electronic Records Management Division)
( Screens reports filed by SEC clients based on acceptance criteria set by the Commission prior to receipt;

( Analyzes contents of reports/communications received at the Central Receiving Unit and encode data required for proper classification of documents in the SEC Database;

( Check correctness of information (signature, date of approval, notary, etc.) indicated in the paper copy documents prior to scanning, Return the same to concern operating department if error is identified

SECURITIES and EXCHANGE COMMISSION (SEC)

SEC Building, EDSA, Brgy. Greenhills, Mandaluyong City

Trainee Programmer (OJT) 


May 4 to July 2004
TECHNICAL and SPECIAL SKILLS

· Desktop Publishing using Microsoft Office
· Programming using C++, FoxPro and VB 6.0, JAVA Programming

· Web Programming using notepad

· Proficient in both oral and written English 
· Communication Skills

· Written Expression

· Time Management
A F F I L I A T I O N S

(  Sebastinian Computer Science Society (SCSS)

     Member – SY 2001-2005

S E M I N A R S    A T T E N D E D

(  DIGITAL ANIMATION for GLOBAL INFORMATION


(  FRONTLINE MANAGEMENT SERVICE
Com. Lab. 1, San Sebastian College, Recoletos Manila

     SEC Bldg., 12th Flkoor Seminar Room
September 5, 2002





     EDSA, Greenhills, Mandaluyong City






                                         May 27-28, 2008

(  OVERVIEW of CALL CENTER



(  ORIENTATION for SEC FRONTLINESERVICE STAFF
     Bar Review Center, San Sebastian College, Recoletos Manila                         SEC Bldg., 12th Floor Seminar Room

     September 2, 2003





     EDSA, Greenhills, Mandaluyong City









     December 17, 2009
(  e-BANKING:  A Better Way of Delivering Banking Service

    
Bar Review Center, San Sebastian College, Recoletos Manila 

September 2, 2003
(  THE PHILIPPINE CALL CENTER INDUSTRY 

Little Theater, San Sebastian College, Recoletos Manila 

July 30, 2004
(  JITSE AWARENESS SEMINAR
Seminar Room, San Sebastian College, Recoletos Manila 

September 10, 2004

(  WORK ETHICS for IT PROFESSIONALS SEMINAR

Bar Review Center, San Sebastian College, Recoletos Manila 

February 4, 2005

(  IT ENTRY-LEVEL JOBS SEMINAR
Bar Review Center, San Sebastian College, Recoletos Manila 

February 4, 2005

(  MICROSOFT SOLUTIONS FRAMEWORK SEMINAR
Bar Review Center, San Sebastian College, Recoletos Manila 

February 11, 2005

(  THE PROFILE of INTERNATIONAL BROADCASTING
     Bureau and Detailed Tour on It’s Facilities

IBB Tinang Concepcion, Tarlac City

February 24, 2005

(  WIRELESS APPLICATION PROTOCOL
     Villa Alfredo’s Resort, San Fernando Pampanga

February 25, 2005

(  OPTIMIZING WEBSITE PERFORMANCE
     Villa Alfredo’s Resort, San Fernando Pampanga

February 25, 2005

